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This guide provides information on searching and sorting transactions. Within this guide, you
will learn how to:
e Search for a transaction
e Sort transactions

The Transaction Screen

NOTE: Screen shots will be from the accountant’s point of view, but the information
available is the same for any user.

Procedure:

To look at your transactions, complete the following:

1.

On the Home Page go to Expenses>Transactions>(Accountholder, Approver or
Accountant). Click on the appropriate role.
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Sign Off

Ready to Batch Flagged All

Account Date Date
Primary Accountholder o Group Purchased Posted

Stanphill, Stephen 9336 Horticutture and Landsca... 11202013 11/21/2013

Rogers, Jane E 2480 University Academic Ser... 11/20/2013  11/21/2013

Raupe, Aubrey M Undergraduate Admissio NNSZM3 112172013

The Pending tab is the default tab that shows up.

Purchase

Amount Vendor Allocation

-1,500.00 AMERICAN PLNT PROD SRV AB 1 12419-3360 PO#:
758.00 SQ ROMALD HOLT Ak 1 22151-3030 PO
83.00 COMFORT INN WEATHERFORD AA 1 22025-5810 PO#

Pending transactions are transactions awaiting accountholder or approver sign off.

Flagged transactions are transactions that have been returned to the accountholder for

clarification.




4. All is your transaction history. You can search for any transaction you are allowed to see
as far back as the transaction remains on Works, approximately two years.

5. Accountholders have access to the Signed Off tab. This tab shows all transactions the
cardholder has signed off on.

To view transaction details:

1. Click on the Document (TXN) number.

Transactions - Accountant

> Pending Sign Off Open Read
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2. You can choose to view the Allocate/Edit screen, or the View Full Details screen. Either screen
will allow you to view the details of a transaction.

Allocate/Edit screen

Allocation Details -TXNO0374058 - COT PARKS CENTRAL 1412112013 | Source Amount : 790.00 usD E3
[=] Allocation Purchase Amount: 750.00 Allocation Total: 780.00 | 100% Variance: 0.00
Value
["] Compvaljauth | Amount [~] Description GLO1: Transaction Code GL0Z: Expense Code GLO3: PO Header GLO4: Purchase Order
1]} civl v T790.00 | | Fall 2013 Central Center Rent for OLLI cou| | AA 3 28051 4771 PO#:

« [ T |

0 Selected | 1 tem
(_remove || ~co v ] oupicate v |
[=] Reference & Tax

Non-taxable Purchase E‘ 0.00 0.00 0.00 | 74078
Adjust Amount

Transaction Detail - 7999 (RECREATION SERVICES—NOT ELSEWHERE CLASSIFIED)

Reference Tax Status Goods & Services Tax Total Use Tax Shipping ZIP
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[=] Comments Add Comment
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View Full Details Screen

TXNO0374058 Source Amount: 790.00 USD Actions v
Purchase Amount: 790.00 Allocation Variance: 0.00
Post Date: 11/21/2013 Comp | Val | Auth: w 1w |
Vendor Name: COT PARKS CENTRAL Sign Off History: AH APR ACT
MCC: 7999 (RECREATION SERVICES—NOT ELSEWHERE CLASSIFEED)
ATransaction | Allocation & Detail | Dispute | Receipts
Bank Transaction # 24592162325000703868621 Account Nickname: RUTHANN MCCARTHY SIRBAUGH
Purchase ID: 041825 AccountID: 7486
CRIReference: 0 A : Sirbaugh, RuthAnn McCarth
Vendor ID:  558594001298554
Vendor Address: 0K, 74120
[l Comments Add Comment

From both screens you will be able to see details of the transaction. You can click on any plus
sign or tab for more details. In addition, anything in blue is a hyperlink.

To customize the columns on the transaction screen:

1. Click on the Columns menu in the upper right corner of the Transaction screen.
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2. Place a checkmark by the columns you wish to appear on your screen. Remove the checkmark
from any columns you don’t need.

3. Click the save button.



4.

You can change the order of the columns by placing your cursor in the column heading, holding
the button on the mouse down and moving the column where you want it to be.

To search for a specific transaction:

1.

You can search using the column headers or the blank fields.

Transactions - Accountant

>> | Pending Sign Off | Open | ReadytoBatch | Flagged | Al Clear Filters ~ Columns ¥

Account Date Date Purchase
L]

Document Sign Off Primary Accountholder Group Purchased Posted Amount Vendor Allocation Comp

You can search by document (TXN), accountholder or vendor by typing in the blank fields.

By clicking in the header field you sort transactions by that field. Another click in the header
field will reverse sort.

You can also filter transactions by clicking on the double arrows in the upper left corner of the
Transaction screen.

Transactions - Accountant

< Pending Sign Off Open R

Advanced Filter

Date - All Dates «f
Group ﬂ
Account 4|
Purchase Request &
Amount Range |
Dispute Status - All |
Account Status - Al 4|
GL Allocation Status - All |
[F] AH Sign OFf - Show Al |
[+] APR Sign Off - Show All |
Matched Status - Al 5|

Search Rezet

This is the Advanced Filter and can be used to search for transactions by date, group, account,
etc.



5. The default number of transactions that shows on the screen is 10. You can reset the number of
transactions by clicking on the button in the bottom center of the transaction screen and choosing

another number.

Show per page

You can choose 10, 25, 50, 75, 100, 250, or 500. One of the drawbacks of Works is that you have
to reset your filters every time you leave the screen and come back to it.

6. Remember, anything in blue is a hyperlink.

How to look at a list of transactions:

There may be times when you want to sort and look at a list of transactions. Once you look at the details
of one transaction, you can’t go back to the screen without resetting your filters. This trick will help you

avoid that.

1. Pull up a list of transactions you want to review.

Transactions - Accountant

>> | Pending Sign Off | Open | ReadytoBatch | Flagged | All
Account Date Date Purchase -
Document Sign Off Primary Accountholder (1] Group Purchased Posted Amount Vendor Allocation
T AH APR ACT Heusel, Jennifer A 1507 Physical Plant Administra M022013 11/04/2013 6244 AIRGAS CENTRAL AAZ61200-3742 PO#: 25028
T AH APR ACT Sisney, Diana Gavle 4344 Pathobiology Admin M022013 1170472013 51.37 ARGAS CENTRAL muttiple:
TXNO0O368262 AH APR ACT Chrz, Donna 1942 Horticulture and Landsca. 11/02/2013 11/04/2013 137.59 AIRGAS CENTRAL AB 5 42440-3450 PO#:
TXNOO368183 AH APR ACT Self, Joanna Lynn 5232 KOSU M/032013 11/04/2013 838 AIRGAS CENTRAL AA 160270-3855 PO#:

2. Left click on the Document number.

Transactions - Accountant

> Pending Sign Off Open Reat
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3. Right click on either Allocate/Edit or View Full Details.
4. This will bring up a pop up box. Choose Open Link in New Tab.
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5. This will open the detail for this transaction in a new tab at the top of your screen.

. 4 Works - Transactions b 4 ! ! Works - Transaction Details I -
| |

L El | 8 https://payment2.works.com/works/transactions/accountant/tab/pendin

6. Click on the new tab (Works-Transaction Details) and look at the details of the transaction.
When you’re finished, close this tab and go back to your original list of transactions. Choose
another transaction to look at the same way.

7. By looking at transactions in this manner, you will not have to reset your filters every time you
look at a transaction.



